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STATINTL 


■ ' ‘i 

STATINTL 


StATINTL 

i 

i 


OEM 


MCE 

Washington, D. 


AGENCY 

C. 


ADMINISTRATIVE TNSTBTTr’.'rrnM 


SUBJECT: Clearing of Employees Prior to Final Payment. 


2b May 191*8 


v 1 * F ^f 1 .PfY men ' fc *'°r personal services will be made only after it 
has been officially certified that an employee is not obligated to CIA. 

win 'ho m of iCia L Ce T i £ icati0n as an Gm Pl°3 r ee's obligation status 
ill be made on "Final Payment Clearance Sheet," Form No. 3k-30, when an 

"S 1 fe” ' tamiiMUyg, taartn. Cor oooroooo duty, Lavi 5?So“ 

pay for 6© or more calendar days, or when transferring from voucher^ 
to unvouchered funds status or vice versa. voucner.tt 

nsssf.irjss'cr fc - 3M - * i i — ~ on 

£ £££ £$ ^ a SL. 

Branch 7 A tllT' ° r ^“ e;Lg l, lt h ? urs prior to d ®Parture . The Personnel 

ss: 

, • ^lu Com P detion of "the form, except as provided in paragraph 8 win 

Si Si* « i£T r 3 *! 0 ; 1 •»’““» *» <» i.ScS e 5 p L’^on- 

sIBt rr- ssrsfeJs!*' 

ry personnel- Naval Administrative Command, or Headquarters Detachment, 
th. ct ^ evloy “ ’ m 5le ” 

pnate paying office without the employee's signaw! PP ' 


8 . 


the emplc^ execute certifications No. 2 and No. 6, and forward Fom No 
S™ I ic«S”™ a ! Pr ° 1 ”' late W “ hl "6 t “ porters office for the 


the Chief of the station will de-brief 
6, and forward Form No. 


FOR THE DIRECTOR OF CENTRA T, T NTELLICBaiCE . 


RESTRI 


DISTRIBUTION: A 



executive for 
Administration and Management 
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STATINTL 


STATINTL 


CEN 


ADMINISTRATIVE INSTRUCTION 


ntELITDENCE agency 
W ashington, D. C. 


SUBJECT: 


Clearing of Employees Prior to Final Payment. 


has been oSiciS^cerSnS^h^t 1 8e ” 1 ? e8 w111 ' be made °nj y after it 
iiiciaiiy certified that an employee is not obligated to CIA. 

Will be an “™ pl + 03rBe ' S obligatio " status 

employee is teminatin/T'vinf^f n ° 6 Sheet '" Form No * 3U-30, when an 
pay for 6© or more catendar'days or dab ^» . takln g leave without 

to unvouchered funds staS fr ° B V ° UChered 

fy tha^PersonneTSaSh^S ‘J # gT is . assig " ad will noti- 
of "Personnel Action Request’ » Form No n ^ m P la ^ d acti °n by the submission 
the employee's last workSg day! * 37 ~ 3> &t least one P^ior to 

initiate Fom No ’notify S* Peraonnel Branch ; A&M, will 
trative Officer, and the Tnve-tira+^fV ® ? raplo 2 ree » though his Adminis- 
■ tion and Security, of the dlte sot for .Security Branch, Inspec- 

usually be withinforty-eigh!'ho^ S nrio!+o X H ln + terview ' which will 
Branch, A&M, at the time of * ! t de P arture - The Personnel 

Fom No. 31-30, and will notify th^S^H^ "i* 1 fu f n f sh ths employee with 
I«cS, that the employee is clearing. lgatl0n Division, Security Branch, 

be in^ the °m os ^ef f i c ient^nume ric al^ e que nee ? t o V b J? paragra P h 8 > wil1 
nel Branch, A&M. The last certification will h^v lndlcated the Person- 

the form and “P 10 ? 8 ® "ill sign 

obtain the requirer^lSanLr^rFwm^jo^i^fo^rr 1 ^! 0 ^ 10 ® 1 ’ Wil1 
pnate paying office without the employee's signature. U t0 ^ appr °~ 

the em;ioye n e, th L U cute SSifSttns No! £ T St f ** d ^ief 

3^“30 to the appropriate Washington H«*aHmiar»+ # Jil anci forward - Form No. 
certifications. i waspin ^ on headquarters office for th§ remaining 


FOR THS DIRECTOR OF CENTRA! T WTFT.T.TnmMom 


RESTRld 


DISTRIBUTION: A 


. Executive for 

Administration and Management 


STATINTL 
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STATINTL 



1* Flr ‘ al payment for Personal services will be made only after it has 
been officially-certified that an employee is not obligated to CIA. 

2. Official certification as to an employee's obligation status will 

3. The office to which a separating employee is assigned will notify 


the Personnel Branch, ^of the contemplated action by the submission of "Fter- 

sonnel Action Request," Form No. 37-3, at least oik week prior to the em- 
ployee's last working day. 

km 139011 rSCeipt of Fo ™ No - 37-3, the Personnel B ranc^S n initiate 

FOrm . S 0U f*/^^f 3trative 0f - 

ficer, 4 of the date set for be „ lthin ^ 

for^ight hours prior to departure. The Personnel Branc^Tthe time of ^ 
exit interview will furnish the employee with Form No. 31,-30 

T , ' ' ^ , of 

-with the-numertcal-sequence-except-as-provided—in-pawigraph-S-below^ The 

last certification will be by the appropriate paying office, (1) F or civilians - 
Fiscal or Special Services Division, Budget and Finance Branch, or Special Funds 

Division, 0S0. ( 2) For military personnel, - appropriate Naval Command, or 
Headquarters Detachment. 

6. When all clearances have been obtained the employee will sign the 
form and leave it with the paying office. ' 

RESTRj 
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4 


* 


.- 2 - 


STATINTL 


7» When the employee is unavailable* his Administrative offi.sr will 
obtain the required clearances on Form No. 34-JO and forward it to the ap- 
propriate paying office without the employee’s signature. 

the Chief of the station will de-brief the 
employee, execute certifications No. 2 and No. 6 and forward Form No. 34-30 

to the appropriate Washington Headquarters office for the re maining certifi- 
cations. 

FOR THE BCIs 


LIS 


STATINTL 


STATINTL 


CONCURRENCES s 

Chf., Personnel Br.,A&M - I (doj^*) concu] 

Chf. .Budget & Finance Br., A&M - i (do not) concu 

Chf., Reference Center, A&M - I (do «*) concuJ 


Exec., Inspection & Security - I (do net) concm 

- I (do concui] 


( 

Chf .^Services Br*, A&M 


- a 









-pr- (7 C 


STATINTL 
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STANDARD FORM NO, 04 


RESTRICTED 


Office Memorandum • united states 




government 


TO : Executive for Inspection and Seourity 

FROM : Acting Deputy for Seourity 

SUBJECT: Clearing of Employees Prior to Final Payment 


DATE: 11 May 1948 


ow ujdoc; 


m 3* R ® f ® renoe proposed Administrative Instruo-H, 
learing of Employees Prior to Final Payment. 

for the clear ing^f^emolovn^ m 3 eht *} &vo ade 1 oate advance notice 

sstass snftin fgiWr 

approved. 1 ^ “ re00mmended that the proposed instruction be 


STATINTL 


6^ 


3 ^ 
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STANDARD FORM NO, 04 


LyUi Eli 


Office Memorandum • 


UNITED STATES GOVERNMENT 


; Chief, Management Branch 
FROM t Chief, Budget and Finance Branch 
subject: Final Payment Clearance Bheet, Form No. 34-30 


DATE: 3 May 1948 


Space No. 7 provides forcertifiSrtion fonn b90auae 

Branch or Special Funds Division” ?? / ? 9t and Pinaaoe 

combine the certification for thes*e offices * J 9 ™ feasibl ® 
since certification of both * 

SKt- *■*. -srr ‘sir 1 ” 6 

itself is insufficient since clearance L I * T ^° term LW0P in 

short periods. No provision i S * B . not r earned for LW0P for 
fro. vouohor.d t. «. TOU< ,h.„d or" “'S,” t ~» f orri» e _ 

3. 


’A 




-clA 


Enumerated belo. are other comments for your consideration: 

suggested. This^pace^ould^e 09 f ? r ° ertiflcation s is 
and may preclude revision of the^om^ !? e °i al ol ® ar anoes 
additional clearance be instituted. * ^ future shoul< i an 

spaces be eliminated^^h^Lnlo pre “ un * srin S of certification . 
originates the “m shoSd bTprooe^ ^ e / erBomel Branoh ^ 
individuals in the most efficient ma^er! t0 r ° Ute the 

is unnecessary f since h some h will 0 reau^ ent ° f Spaoe for ex oeptions 
little or none. ThL om™ 1 V° re spaC9 ■»* others 
stated on memorandums and attached tTtte fom!° a * 0eptions 

concerning thfus^a^TproIessing of tMs ?* m f niBlum of instructions 
reverse. F slng ° r thls form included on the 


rK 






To' 




•U. H. SAUNDERS 






i-S- ) 


RESTRICTED 


STATINTL 
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“““a* 


CJKL£ CL «-.'«no" tomw BQrrwj SECRET 


^ GENCV 

,C,AL «out/ng slip 




/. 


Q», 



t&ksd 

EtuiOXy 

fAj ] 

j 

L s/ n ^ j E | 

■ZJ 



C^UACTION 

-^COMMENT 

^^CONCUBRf 


PPROVAL j~ J 


'.information r 1 

Q direct replv r^Z s,gnat dre 

■“ 1 J RETURN 

preparation of reply czzn disrate 
recommendation CHH] fre I 


^-^concurrence I 1 ,u " 0F fi£PLy 1 — j 

1 RECOMMENDATION r~ — I 

REMARKS: T^_ / 




-^RflDENTIAL 


F °RM NO, 

SEP 1947 30 *« 


unclassic, 


STATINTL 


Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 00030005-6 



Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 00030005-6 


STANDARD FORM NC. 04 


Office Memorandum • united states government 

DATE: 13 February 1948 


T0 i Executive for Administration & Management 

from : Aoting Chief, Personnel Branch 


SUBJECT: Final Payment Clearance Sheet 


" 1 ' 








TS 







yff ,y : • There is attached a draft of a Final Payment Clearance 

“"Sheet -which has been devised to replace Form Number 36-20 Property 

. ( ' n i •_ 1 " 

V 


Clearance Sheet, 


Ip view of the divergence of opinion between the Chief 
of the Services Branch and the Assistant Chief, Budget and Finance 
Branch, as outlined in the attached memoranda, it is requested that 
the Executive for Administration and Management determine whether the 
change a as outlined by the Chief of the Services Branch should be in- 
corporated in the proposed clearance sheet or if the draft should be 
approved as submitted* 



WILLEM ~ff7 KELLY ^ 
Aoting Chief /'Personnel Branch 


STATINTL 


Attachment 

Memo - Final Payment Clearance Sheet 
Memo - 27 January 1948 
Memo - 15 January 1948 
Memo (carbon) 8 January 1948 
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2? January 1918 


MEMORANDUM 

TO: Acting Chief, Personnel Branch 

1'fiOM: Chief, Services Branch 

SUBJECT: Final Payment Clearance Sheet 


D 1. Reference memorandum 15 January 19i|8, Subject: "Final 

r + ran5e ^ e f ' D fra ' Assistant Chief, Budget and Finance 
Branch to Acting Chief, Personnel Branch. 

2. The comments contained in the above mentioned memorandum 
are not concurred in. The reason being that it is the primary 
responsibility of the Administrative Officer to take every possible 
action to clear an employee prior to his request for clearance to 
branchs and divisions of A&M. If an employee can not be cleared, 
it seems that it is the responsibility of the Administrative Officer 
to take such steps as are necessary to clear up any discrepancies 
or charges which exist against the employee. 

, There are actually two divisions in Services Branch which 
are interested in the resignation and transfer of any employee, i.e.. 
Property Control Division and Transportation Division. There is no 
need for the employee to come through the Office of the Chief, Services 
Branch, since no action can be taken in that office. It would just 
mean that . the employee would have extra waiting due to the fact that 
the Adminietrative Officer of the Services Branch would have to clear 
with the two divisions mentioned above. Therefore, it seems logical 
that the employee should go direct to the divisions concerned. 

U. Comments contained in penultimate paragraph of subject 
memorandum in effect states that the form should not be made to fit 
the purpose for which it is desired because to do so would make the 
form too lengthy and too detailed. In my opinion this comment is 
completely unjustified. 

3 • Tn view of the above comments. Services Branch stands on 
the comments previously made and contained in memorandum dated 7 Jan- 
uary 19 uo . 




STATINTL 

Wiiei’, Services 'Branch 



Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 00030005-6 



Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6 


STATINTL 

I 
I 


STA+INTL 

STATINTL 


, STANDARD FORM NO. &4 

Office Memorandum • united states government 

Acting Chief, Personnel Branoh DATE: 15 January 1948 

Assistant Chief, Budget and Finance Branch 
Final Payment Clearance Sheet 


TO ; 
FROM : 
SUBJECT; 


Reference is made to your memorandum of 8 January 1948 aurpeitina- 

f?« 94a - 

does it appear necessary in view of the certificat: on already Divided ®' a 
“ fy° harth^T 15 C * rtif j;? ati ? B to r9ad as follows might be advisable- 

the and S belief° h thf d ^ *><' 

has accounted for ail items fortified) except as Ited." ‘ ' em P lo y so 

of prepay as’si^d tTi^^^ 

1 -cems 5 and 4, Similar situations exist in other branch^ nnri ^ , 

were accomodated on the same basis, spaoe would be a limiting ftctor J t HZ*™ 
that the same expedient results could be accomplished “ internal p^ce^f 


these matter s^°kindlyadviseT~^ dosd re further discussions in connection with 


Assistant C£ief, 

Budget and Finance Branch 


Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 00030005-6 



Approved For Release 2002/05/01 : CIA-RDP81-00728R0001 00030005-6 


STATINTL 


Assistant Chiof, Budget and Finance Branch 8 January 1948 

Anting Chief, Personnel Branch 
Final Payment Clearance Sheet 


Reference is made to the attached memorandum dated 
3 December 1947, which was forwarded to this office for consideration 
and approval, 

This office agrees that the proposed form should bo numbered 
in the ”30* aeries, since the final form actually controls salary 
payments. How ever, in a memorandum dated 7 January 1948, from 
I I Chief, Services Branch, there is outlined two proposals 

which, in the opinion of this office, should be considered before final 
approval can be given* 


Att • 


W. J* KELLY 

Acting Chief, Personnel Branch 


PHD jTJHimnr 
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M3M0KANDUI.: 7 January 1^0 

TO: Chief., personnel Branch 

FUOfc: Chief, Services Branch 

SUBJECT: Final payment Clearance Sheet 


1. Reference is made to memorandum dated 3 December 

from the Assistant Chief, Budget and Finance Branch to your office. 
Subject: “Final Payment Clearance Sheet." 

2. The following suggestions, in connection with the Final 
payment Clearance Sheet, are submitted. 

(a) Step No. 1 in the sheet should include a state- 
ment and certification by the Administrative 
Officer of the activity in which the person is 
employed as follows: 

"To my knowledge, the individual is not respon- 
sible for any funds, property, documents, etc., 
and that all obligations to the Agency have been 
satisfied. " 

(b) The Services Branch be eliminated and that a separate 
certification be included for the Property Control 
Division, Services branch, and the transportation 
Division, Services Branch. This change will expedite 
processing of employees for release. 

3. Comments in paragraph (a) above are extremely essential 
since the Property Control Division, for example, will not always have 
knowledge regarding the persons responsibility for property within the 
activity in which he was employed. 


STATINTL 
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STATINTL 


STATINTL 



STATINTL 


STATINTL 
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btanSard form NO. 04 • 

Office Memorandum • united states government 

To : Chief, Personnel Branoh date: 3 Deoember 1947 

From . Assistant Chief, Budget and Finance Branoh 
SUBJECT: Final Payment Clearanoe Sheet 


^ There is attaohed a draft of Final Payment Clearance Sheet, with 
instructions on the reverse, which has been devised to replaoe Form No. 36-20 
j clearanoe Sheet. In accordance with your informal suggestion, the * 

if, 7 s submittod to y° u for approval, olearance with appropriate offices, and ' 
ultimate reproduction after approval o'f the Management Branch. 

xhi ® fom m e^s with the approval of this Branch and it is suggested that 
it be numbered in series "30" (Budget and Finance Branch) since the form actually 
controls final salary payment. Should you have further questions concerning the 
form and instructions or desire assistance in obtaining neoessarv clearances, 
please contact the undersigned or | \ on Extension 464. 


STATINTL 


STATINTL 


Assistant Chi eSY 
Budget and Finance Branoh 


Att, 
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CENTRAL W)i. XrEKCE AGENCY 
FINAL PAYMENT CLEARANCE SHEET 




Last Working Day 


Name of Employee 


Office 


Reason for Clearance 


f. 


Exit Interview 

? 

8 

Transportation Requests 


9 

Official Parking Permits 

& 

10 

Credit Cards (Gasoline & Oil) 

'/O' 

11 

Identification Badges, Credentials 

//> 

12 

Books, Official Documents, etc. 

/A 

13 

Orders (Military or Naval) 

/i 

14 


ITEMS TO BE CERTIFIED 

Property 

Leave (Annual, Sick, LWOP) 

Travel & Transportation Advances 
Claims, Exceptions, etc* 

Loans (Welf&re, Credit Union) 


Exceptions taken (if any): 


I CERTIFY that the items for [which I am 
official records, and, except as noted, the 


responsible /have , been checked against the 
employee named has accounted for each item* 


PERSONNEL BRANCH 
Items certified: lj-12 


Signature 


Title 


Date 


OFFICE TO WHICH PRESENTLY ASSIGNED 


SPECIAL FUNDS DIVISION 
Items c ertified: 9 T 1Q 7 11 


Signature 


Title 


Date 


Items certified: 6 g 8 _ 


Signature 


BUDGET AND FINANCE BRANCH 
Items certified: 9ALQ ? H 


Signature 

Title 


rnr^" 


Date 


Date 


SERVICES BRANCH 
Items certified: 2*737476 


NAVAL ADMINISTRATIVE COMMAND OR 
HDQ. & HDQ. DETACHMENT 


Items certifi ed: 7jl5 


Signature 


Signature 


Title - 


Date 


Title 


Date 


SECURITY OFFICE 
Items certified: 1x5 


Items certified: 


Signature 


Signature 


Title 


Date 


Title 




1 CERTIFY -bnab bo ihe -gesp of my.Knowl|^|e 
and belief I, am not indebted to. the United 
States Government whatsoever, as a result 
of mv connection with this organization* - 

Signature (Date 


REFERENCE CENTER LIBRARY 


Items certified_:_JL 


Signature 


Title 


1 Date 


Forwarding Address 




Tsee Reverse for Instructions) 
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IN STRUCT! ON S 


STATINTL 


1. GENERAL 

a* Final Payment Clearance Sheet must be executed an d py&ce jjc d when an employee 
^ e d4n^..60--calond ar^day.5 

termination/, leave without pay, advanoe-s i o k-leave 


w - i 1 1 -b e ab O ’ea y t-r: 


u — - j - w_ ...—***, j »* »u uuw w. \j , cr«=^tviiv»<J'*"a xuit — “Xtftfc-ve 

or departure for overseas duty, a nd-^hen~an' employee--' is transferred from 'vouohered to 

unvouchere&.fund payroll, or vice versa. 

b. Final payment of monies due the employee cannot be effected in the absence of 
■ a satisfactorily completed FinaiL Payment Clearance Sheet. 

c. This form must originate in the Personnel Branch, where the supply shall be 
retained. 

d. In “Washington* the sheet shall be hand processed by the employee within the ) 
24 hour period preceding the last workin g day 


■ '' availab 
prooessed 


i those unusual cases where the employee is not 

e, the Washington Branch of the office shall initiate action to have the sheet 

A _ T'l't /-> nmvt 1 I- •11 I -1 . . 


The employee’s signature will not he required in these cases. 


2. ACTION BY PERSONNEL BRANCH 

a. After the Personnel Branch has received the Personnel Action Request, Form No. 
37-3, the employing office shall be notified of the date set for the exit interview 
and of the necessity for processing the sheet. At this time, the Personnel Brancji 
| ■ .shall also notify the Security Office, furnishing the name of the employee and last 
j working day. 

| b. Exit interviews will usually be held on the date of departure or the day prior 

j y to the date of departure. At this time the employee will receive the clearance sheet 
1 and instructions regarding its completion. 

j 3. ROUTING 

a. The Personnel Branch shall indicate the sequence to be followed in securing 
j necessary clearances and also insert the room number and buildings to be visited by 
the employee. An extra space is provided for routing special cases which require 
clearances other than those shown. 

| b. When civilians are clearing, the Personnel Branch shall delete the routine 

space for Tiaval Administrative Command or Hdq. & Hdq. Detachment" • Otherwise, no 
deletions are permissible . * — 

c. For civilians, the last office to which the form is routed shall be the em- \ 

ployee's paying office* namely. Fiscal Division or Special . Services Division of the ) 

. Budget and Finance Branch or the Special Funds Division, 0S0. The form shall b„ re- / 
J tained by the paying office to support final payment. 

d. For naval. or military personnel, the last office to which the form is routed 
shall be the applicable command or headquarters. 

4. CERTIFICATIONS 

a. Signature by k responsible individual within the Office or Branch, indicates 
that the items certified have been checked against the official records. If items 
other than those listed are certified, the item number must be inserted after those 

, ‘already shown. . Space is provided (No. 14), for- inserting items not already listed. 

b. Exceptions taken should be noted in the space provided or attached in the form 
of a memorandum. If memorandum is used, the notation "See memo attached" must be 

t sfrowu ofl. the face of the sheet in the space provided for exceptions. 

c. Exceptions involving monetary indebtedness should state the amount due so that 
deductions may be effected from salaries or compensation due the employee. 


, ' • J ) 
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CENTRAL INTELLIGENCE GROUP 

PROPERTY CLEARANCE SHEET 

(TO BE COMPLETED PRIOR TO SEPARATION FROM THIS ORGANIZATION) 


1 w 
r 

E 

“i — — 

DATE 

NO. 

CHEC 

HER! 

INSTRUCTIONS: REPORT 

FI CAT ION AT THE BOTTOM 

NOTE: AFTER THE ABOVE 

Jr° J HE 0FF,CES CHECKED BELOW IN THE ORDE 

OF THE SHEET. LEAVE THE COMPLETED FORM WITH THE 

R LISTED THEN SIGN THE CERT 1 — 

LAST OFFICE CHECKED. 

1 


PERSONNEL DIVISION 

ROOM 100 

NORTH BUILDING 

SIGNATURE 

)PERTY WILL BE ISSUED TO YOU. 

DATE 

2 


BRANCH ADMINISTRATIVE 
OR PROPERTY OFFICER 

LAST TO WHICH YOU WERE 
PERMANENTLY ASSIGNED 

SIGNATURE 

DATE 

3 


PROPERTY BOARD 

ROOM 235 

SOUTH BUILDING 

SIGNATURE 

DATE 

4 


SECURITY DIVISION 

ROOM 144 

SOUTH BUILDING 

SIGNATURE 

DATE 

5 



SIGNATURE 

DATE ■ 

6 


SPECIAL FUNDS SECTION 

ROOM 1116 

OUE BUILDING 

SIGNATURE 

DATE 

7 


FISCAL SECTION 

ROOM 208 

NORTH BUILDING 

SIGNATURE 

DATE 

8 


NAVAL COMMAND 

ROOM 100 

NORTH BUILDING 

SIGNATURE 

DATE 

9 


HEADQUARTERS AND HEAD- 
QUARTERS DETACHMENT 

ROOM 100 

NORTH BUILDING 

SIGNATURE 

DATE 

V 

1 CERTIFY that to the 
Government whatsoever as a 

vcni ir iuai 1 UN 

)est of my knowledge and belief 1 am not indebted to the United States 
result of my connection with this organization. 

FORM NO. 


(SIGNATURE OF SEPARATING EMPLOYEE) 


" > 
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